
PFSC Club Policies and Procedures 
 
Refunds- reviewed on a case by case basis by the board of directors and executive  

- Refunds only given after sessions have started based on medical note from a doctor 
or for moving clubs 

- NSF cheques (non-sufficient funds) returned cheques must be paid in cash 
 
Media Policy: From time to time, the PFSC may take videos or still images for the purposes of 
promoting the club and may post some for public viewing only. They will not be available for 
resale under any circumstances. Members may only record videos or take still images of their 
own children. 

 
Rowan’s Law- as per Skate Canada/Skate Ontario direction 
 
Dispute Resolution policy- as per Skate Canada directions 

- Posted on club website 
- Please fill out the form and submit to a board member for review 
- If a dispute cannot be settled between two individuals, board members may act as 

mediators to discuss the situation 
- If this still does not find a resolution, Skate Canada/Skate Ontario directors may 

intervene 
 
Concussion Policy- as per Skate Ontario direction 
 
Incident reporting 
 -the club should keep a running record of all incidents that take place on the ice 
(collisions, cut fingers, sprains, falls, including serious injuries head bumps, sprains etc. ) as per 
Skate Ontario direction (Fall 2018) 

- Complete the short form (located in the on-ice binder) for any injury including head 
bumps, collisions, serious blood loss, need for additional medical attention 
-forms will be filed in the office for future references 
-members involved in conjunction with coaches/witnesses will review if the long form 
through Skate Canada should be completed 
-Long form must be filled out for serious collisions, blood loss, concussions, head 
bumps, broken/sprained limbs must be submitted electronically to Skate Canada within 
20 days 
 

Hiring practices: 
- The board will review the needs of the club each summer in preparation of the 

coming season based on ice allocations, program needs, coach availability 
- Coaches will be offered positions based on first right of refusal after a successful 

previous season 



- There will usually be between 10-15 or more positions available to coaches 
- Board will review coaches standing with Skate Canada, their accumulation of 

points, professional development, qualifications based on Skate Canada program 
deliveries  

- If a new coach needs to be hired by the club, priority will be given to Club Skaters 
who have attained their coaches’ certification and have previously acted as 
volunteer program assistants within youth programs 

- Coordinator positions will be awarded based on need and number of skaters as well 
as previous successes delivering Skate Canada programs 

 
 
Coaches Payments 

- Coaches will submit their bills on a monthly basis to the Treasurer based on the 
number of hours they provided Skate Canada programs  

- Rate of pay as per Skate Canada rates and experience 
- All bills must be submitted before March 31st for Winter sessions and by May 31st 

for Spring sessions 
 
Guest Skating Policy 

- PFSC skaters wishing to skate on a session they did not previously register for shall 
pay $15 per session  

- Fees must be paid to the music booth before going on the ice 
- Permission will be granted based on the number of skaters on a session/room 
- Coaches/Skaters must contact a board member and the treasurer at least 24 hours 

in advance of wishing to guest skate 
- Out of club skaters guest skating rate is $20 per session 

 
Board of Directors: 
Positions- Names shall be forwarded to the President(s) by April 30 of each year 

- All names will be read at the AGM in May and must be voted upon by the attendees 
- At the first meeting after the AGM, board members will decide upon their positions 

for the following season which begins September 1 of each year and ends August 
31st the following year. 

- Club Coach position must be voted upon at a meeting of the coaches between the 
AGM and September 1st of the following year 

- President position is to be 2 years, Past President 1 Year, Vice President 2 years, 
Treasurer 2 years, and other Directors at large (as per constitution 2009) 

- The Executive members of the board include the President, Vice President, 
Treasurer and Past President (if there is one). They may, from time to time, be 
required to make quick judgements and decisions and may meet separately from 
the board in matters of disputes or sensitive happenings that require their counsel 

Roles: President: 



- Register the club with Skate Canada and enable all Board members on website 
- Ensure Skate Canada has a club contact email of either the President or a current 

board member 
- Ensure all coaches have updated their status with Skate Canada by September 1st of 

the season 
- View all coach lockers to ensure Coaches are keeping updated on changes and 

acquiring coach points in professional development 
- Use the template to write Coach contracts for each season which will need to be 

reviewed and agreed upon by each coach, signed by Coach, President(s), Vice-
President and stored in the office  

- Coach Contracts may require updating throughout the year as responsibilities may 
change 

- Ensure a board member is a primary contact on the PFSC 
website/Facebook/Twitter/Instagram 

- Submit a copy of the BFL Insurance Certificate to the city by August –(available on 
the Skate Canada website) – (ensure all arenas are added on it) 

- Act as lead at all PFSC Board meetings- if unavailable, the VP will act 
- Be aware of all disputes and concerns from all members of the community 
- Attend or ensure a BofD member can attend all Arenas meetings 
- Act as Ice Liasion with at least 1 other board member with the city 
- Ensure contracts are correct and returned by the agreed upon dates to the city 

(Spring ice by November1st, Summer ice by February1st, Fall/Winter ice by 
February1st) 

- Follow Roberts’ Rules when leading board meetings 
- Board meetings not to exceed 1 ½ -2 hours maximum 
- Review all awards and committee decisions for each AGM 
- Ensure at least one board member acts as a media liaison  
- Sign cheques with the Treasurer for ice costs, coaching and other expenses 

 
Vice President:  
 -sign all coach contracts  
 - view all documents and ensure completion/legitimacy 
 - act as President when the president is unable to attend a function/meeting 
 - assist with executive decisions 
 
Treasurer: 

- Ensure all registration/test fees are collected each month and deposited into the 
clubs account 

- Ensure the club has reserved funds for the possible cancellation of programs  
- Follow the financial rules of a non-profit club in Ontario 
- Sign cheques with the President for ice costs, coaching and other expenses 
- Complete a yearly audit of club funds/revenue and expenses 



- Record all income and expenses for the club 
- Collect test fees and forward them to Skate Canada 
- Collect any other monies, i.e., fundraising, for the club and deposit to the clubs’ 

account 
 

Past President: 
- Ensure the smooth transition to the new President(s) by setting up tasks and 

completing some items that require authority 
- Act as guidance and liaison to Skate Canada/Skate Ontario rules and procedures 

 
Secretary: 
 -complete meeting minutes and submit a summary to board members and to coaches  
 -Help set agenda and ensure all members are aware of upcoming meetings 
 -keep a written track of items discussed and issues that need to be addressed 
 
Directors at Large 

- Offer help when available 
- Act as a voice in board meetings giving opinions and insights 
- Take on additional roles as they are able to and when they become available 

 
Synchronized Skating Coordinator 

- Act as a liaison between the board and Synchro teams 
- Keep track of expenses and submit totals at the AGM each year 
- Communicate regularly with board members/coaches about ice availability, 

competitions, results, issues 
 

Coaching Representative 
- Elected by their peers at a meeting held each year prior to August 31st 
- Act as a liaison between the Board of Directors and Coaches as per Skate Canada 

guidelines 
- Ensure regular dialogue amongst all coaches and keep coaches informed of events, 

program/date/schedule changes from the Board 
- Attend board meetings monthly either for a portion or a full meeting to give input 

from coaches and discuss any concerns or questions they may have 
- Give direction to the board about the successes/needs of programs on the ice 
 

 
 
 

 


